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Effective Date

February 21, 1997

&%MQQJW

JO&A MILLER, Director
Depadtment of General Services

PURPOSE:

This policy establishes standard rules ,regarding incompatible activities and conflicts of interest
which are to be followed by the Department of General Services' employees.

BACKGROUND:

On June 15, 1983, the Chief Admmlstratlve Offlcer adopted rules regarding. Incompatible
Activities Law and Conflict of Interest (Admin. Manual, 0010-3).

This includes Government
Code Sections 1125-27. A '

. These rules require each appointing authority: “... to formulate rules specifying those
activities for compensation outside of the normal dutles of officers and employees under its -

jurisdiction which are incompatible to or in conflict with their duties as County officers and
employees"”.

- CAO Policy also requires all County employees to complete: (1) Disclosure Statement (AUD

263), see Attachment A; and (2) Statement of Economic Interest { Form 700), located in the
Department Personnel Office.

POLICY:

Itis the Department of General Service's Policy that "Rules For lncompatuble Activities" shall
be adopted as department policy. See Attachment B.

Al employees shall submit Disclosure Cards (AUD 263). on v ~ee wingal basis,

In addition,
o Statement of Fconomic Interest (Form 700).

ahnlt d . ! AREYS
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employees, as outlined in this policy. These forms shall be reviewed by the Appointing
Authority or designee signed and dated. - : '

“Overall, it is the Department's policy in accordance with the Civil Service Rules of the County g
of San Diego, that: '

General Services' employees shall not engage, at any time, in any outside employment,

or in any outside business activity or enterprise which is indonsistent, incompatible, in

conflict with or inimical to assigned duties as a County employee or the duties,
functions or responsibilities of the appointing authority and the Department.

) STANDARDS & GUIDELINES:

1.

Incompatible and Prohibited Activities

The Administrative Manual requires that Department Heads establish rules governing
Incompatible. Activities and Conflicts of Interest. These Rules are stated in the
"Department of General Services' Rules for Incompatible Activities." See Attachment B.

. Director’'s Requirement to file a Statement of Economic Interest:

The Director of General Services is required. by Administrative Manual Policy 0010-3 to
complete a “Statement of Economic Interest” (Form 700} within 30 days of assuming-
office, leaving office, or changing economic status.  The Director's Form 700 must be
filed, reviewed and retained by the Chief Administrative Officer and Clerk of the Board.

. Director's determination of Genéral Services staff who must file a Form 700.

The Director is responsible for designating key General Services employees who are
responsible for completing a Form 700. A list of designated positions are included in

‘Attachment C.

- Disclosable or Reportable Interests

The types of reportable interests are specified in the "Statement of Economic Interests for
Designated Employees™ Mancal and t cren 700
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In general, the kinds of interests which may have to be reported on Form 700 C include:

Investments - worth $1,000 or more *
Interests in Real Property and Investments *
Income aggregating $250 or more *

Loans aggregating $250 or more *

Gifts aggregating $50 or more **

Honoraria aggregating $50 or more **
Business Positions held in a business entity *

* From sources within the County of San Diego.
} ** From sources within or outside the County of San Diego.

-

5. Disclosure Cards

a) Current Employees - Each employee in the Department of General Services is
required to complete a Disclosure Statement (AUD 263) on a semi-annual basis.

b) New Employees - New employees are required to submit a Disclosure Card (AUD
263) within 10 work days of their appointment.

c) The Director will complete a Disclosure Statement on a semi-annual basis and
submit it to CAO for review, approval, and retention.

6. Outside Jobs

Outside jobs are generally allowed, unless the job conflicts with the . Department of
General Services "Rules for Incompatible Activities" as stated herein. Employees with
second jobs shall not be limited to a specified number of hours, unless the work

adversely affects or is incompatible with his/her County job. In these cases, adverse
work habits. will be addressed as a disciplinary issue.

) 7.  Review of Disclosure Cards and Statement of Economic In;(erest

The Appointing Authority or designee shall review each Disclosure Statement (AUD 263)

and Statement of Econonuc Interest (700). This review shall *. identify any potential
conflict of interet v vnanble Getivity
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In General Services the review of cards is delegated to the Deputy Directors and the

Personnel Officer or their respective designees. Each card must be initialed and dated
to indicate that the review has been completed.

a} Disclosure Cards without Conflicts

For cards without any listed outside activities or conflicts, the Personnel Officer may
delegate the reviewing, initialing and dating to the pdyroll clerical staff.

b) Disclosure Cards with Potential Conflicts

For cards with listed outside activities or potential conflicts, the Deputy Directors
or designees must also sign and date the form. These cards are then reviewed and
signed by the Appointing Authority or designee.

c) Statements of Economic Interests will be reviewed and signed'by the Deputy
Directors and Departmental Personnel Officer.

8. Failure to Submit Statement of Economic Interest/ Disclosure Cards

-Employees failing to submit complete forms on a timely basis are subject to disciplinary
action. .

9. Investigations/Appeals

The Deputy Directors are responsible for reviewing, investigating and reporting on
possible conflicts or incompatible activities. When a conflict is found, the Deputy
Director shall submit a copy of his/her report to the Appointing Authority for a
determination. A copy shall be filed in the Personnel/Payroll section.

In accordance with Rule VIl of the San Diego County Civil Service Rules:

"If an appointing authority determines that such employment, business activity
or activity is inconsistent, incompatible, in conflict or inimical as aforesaid, the
employee shall be ordered to refrain therefrom: provided, however, that the
cmployee may appeal such order to refrain in the manner provided in Rule VI

focappeal oo an order of ospencion, demotion or removal
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10. Personnel Section Reporting & File Retention Responsibilities

a. The Personnel Officer files periodic reports with the Appointing Authority
regarding compliance with this policy, potential conflicts, and other related

issues.

b. All forms are retained for 2 years (+ current year),

PROCEDURES:
A. Statement 6f Economic Interests:
.) Personnel Section : 1
Designated Employees 2.
Dep. Dir./Designee 3
P(_arsonnel Section 4.

. Issues the Statement of Economic Interest
(Form 700) to designated employees.

Completes Form 700 and submits the form to
their supervisor on a timely basis.

. a.

Reviews and analyzes the form for
compliance with this policy.

Signs and dates the form or takes corrective
action.

Submits the form to the Personnel Section.

Reviews each Form 700 for completeness
and compliance with this policy.

Initials and dates those Form 700's,
where no conflict is reported or
suspected.

Maintains a master list of designated
employees; posts the receipt of forms to
the master list; and ensures that a 700 is
completed annually for designated

employee assuming office and leaving
office.
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B. Disclosure & Statements:

Personnel Section

Employee

Deputy Director/
Designee

Personnel Section

REVIEW DATE:

This policy will be reviewed for continuance by March 30, 2000. S e bt R

1. Issues Disclosure Statements (AUD 263) and an
instructions memo with the next employee
timesheets or paychecks.

2. Completes Form 263 and submits the form to
his/her Deputy Diregtor/designee.

3. a.

Reviews Form 263: signs and dates it; and
submits it to Personnel/Payroll.

Refers potential conflicts to the
Personnel Officer for review. Takes
corrective action, as needed.

Reviews AUD 263's for completeness.

Investigates potential conflicts with the
employees, supervisor or Deputy Director.

Reviews, initials and dates AUD 263's
when supervisor initials are absent and no
conflicts are declared.

Posts the receipt of AUD 263's to the
master alpha list.

Ensures an AUD 263 is completed for each

- current employee.

Files the Disclosure Cards and alpha list.

Approved and/or authorized by the Board

of Supervigors of the County of San Diego
Date:léfggﬂ'; Minute Order No. &2
THOMAS J. ASTUSZKA

Cm%ﬂ %pervisors Y,
By /

Deputy Clerk 7/

s NPV ENCOMPAT 221
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Namc : Ocp(- -

e
—

2. JobL Classilication

3. Name of outside employer:

(ladicate scll~<mplovmaen( il applicabicl

4. Dutics of outside employmeant:

3

S. Hodr_s pec week (average

(Noce Peak Peciods] .

6. Geaeral Commeants_

7. Sigﬁature - - ) Date

8. Reviewed by: : . “Date i
NOTE: If you do aot have outside activity foc compeasation, wrige _“None“ oaline 3.
AUO 263 (Rev. 10/861) .o : .

('Reversg Side) ‘ - - :

) T RULES REGARDING (NCOMPATIBLE ACTIVITIES -

Oa Februacy 29; 1972, the Board of Supervisors adopted culés govecaing application of tacom-.
patible activities law" (G.C."Secs.~1125-27)." These cules fequice each eppoiatiag. authority. 10
formulate rules specifying those activities for compensation outside of the aormal duties of
officers and employees under its jurisdiction which are incompatible to or ia coaflict with their
duties as County officecs and employees. The cules ace available in your depactment and requice
you 1o disclose 1o youc appointing authodty, @ wriling, any outside employmeant of acuvuy
for compensation which relates 1o vour County duties oc the functions and cesponsioilities of
your deparmen:, office oc court, or which may be subject 1o approval by another County officer

or ecmployee.

You are heceby requested by your appotatiag authocity to file the disclosuce statement form
oa the revecse side indicating ao outside activity foc disclosuce, or disclosing those outside
activities for compecasation which are coveced by the cules. Aay modifications (o previously

filed statements should be made at this time a'so. Please complete the form and cetura 11 1o your
appointing auvthority” '

-y
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Attachment uwgw

DEPARTMENT OF GENERAL SERVICES
RULES FOR INCOMPATIBLE ACTIVITIES

-

Pursuant to Government Code Sectibns .1125-1127 and vBGard‘bof
Supervisors Resolution No. 41 of February 29. 1972, each appofnﬁing
authority of the County of San Diego is required to formulate rules
specifying thoée activities for compensatipn; outside qf County
duties of the employees under hié/her jurisdibtion whiéh are
inconsistent and -incompatible with their duties as County
employees. In compiiance with this rule, the Department of_Generél
Services has déﬁérmined that the outside activities set-fortﬁ in
these rules are inimical to the functions and responsibilities of

employees of this department and- are therefore prohibited.

I. Any activity which involves the use for private gain or
advantage of Coﬁnty time or facilities, .including the
following:

1. Any outside employment which results in receipt"of
frequent telgphone calls or visitqrs by employees while
on duty in Genefal"Services- ‘

2. The use éf‘éounty supplies and parts, including salvage
material, for personal use, giving away or selling.

3. The use of mdil service for private use, not inyolving
official County‘business. |

4. The use of duplicating for private use, not involving

~

official County Business.



II.

CIII.

advantage of the badge, uniform, prestige or influence of the

individual-‘s County employment, including the following:

1. Directly or indirectly soliciting, seeking, or accepting
personal loens,‘ gifte, gratuities, k’b;sihess,
compensation, or favors from business - firms or‘their
agente who deal with this Department. |

2. Using official informatiqn not readily available to the:
general public, and obtained in the course of County
ehployment, for private gain or advantage or the gain or
advantage of another. |

3. Soliciting or receiving money or ‘other consideration
involving the . acquisition of leases, property or
cenfracts.

4. Conducting activities in which an employee has an

interest in a property or is serving as a representative

for the property owners, whereby decisions could be

influenced.

Any activity which involves the receipt by the employee of
money or other consideration from private parties for the
performance of acts which the employee 1s expected to render
in the regular course of assigned duties as a County employee
including the following:

1. Any consultation work for a fee concerning - the

application or interpretation of orders of the

Department .



Iv.

2. Any service involving maintenance, craft or fleet
repairs, central duplicatiné, records support, property
acquisition, lease or.project approval.

Any abtiﬁit§ which is in conflict with the dutie§;fand

responsibilities of the employee‘s Department, including the

following:

1. Any outside employment-which will impair thé employee‘’s
independence of judgmenﬁ involving County duties.

2. Any outside activity which will require ér induce the
employee to disclose confidential information acquired in

the course of County employment.

3. Any work performed for a firm that does business with

General Services.

The following activities in which a part of the employee‘s
efforts may be subject to approval, review, control, or audit
by another employee, officer, board, or commiééion of the.

-

County of San Diego:

1. Using official information, not generally available to
the public - - especially in the bid process.
2. Giving the appearance of incompatible activities which

may be misinterpreteq:



VI.

Any activity which involves demands which render the
employee’s -performance of assigned County duties less
efficiently. This includes: selling any goods on County

property for personal gain, including goods, services,

-~
-

salvage, material and restricted information. Exceptions' for
i

such items as selling Girl Scout cookies or soccer candy must

be approved on a case-by-case basis by the Director/or

designee, and be limited in scope.

INCOMPAT . ACT

1€:09721/92
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DEPARTMENT OF GENERAL SERVICES
EMPLOYEE'’S DESIGNATED TO COMPLETE A
STATEMENT OF ECONOMIC INTEREST

FORM 700
Class A Reportable Econorfiic -
No.  Designated Positions Interest Category No’s. -
0953  Chief Facilities Operations : 1,23 4 A-1, A-2B,.CD 5
0954 Chief Facilities Planning . 1,23 4A-1, A2BCD 5
0956 Chief Real Property Operations 1,23 4 A-1, A-2B,CD 5
2125 Director of General Services . s 1,23 4A-1, A2B,CD 5
2219 Assistant Director, General Services 1,23 4A-1, A2B,CD 5
2220 Deputy Director, Fleet Services ) : 1,23 4 A-1, A-2B,CD 5
2280 Deputy Director, Support Services 1,23 4A-1, A2B,CD 5
2287 Deputy Director, Architecture & Engineering . 1,23 4A-1, A2B,CD 5
2289 Deputy Director, Facilities Services . 123 4A-1, A2BCD 5
2290  Deputy Director, Facility & Real Property 1,23 4 A1, A-2BCD S
2348  Chief, Capital Facilities Planning ' 1,23 4A-1, A2B,CD 5
2369 Administrative Services Manager I _ 1,23 4A-1, A2BCD 5
2347 Capital Project Coordinator . ‘ 1,23 4A-1, A2BCD 5
3004 Chief, Reprographics - 1,23 4 A-], A-2B,CD 5§
3052 Chief, Records Management Services ' 1,23 4A-1, A2BCD 5
3371 Chief, Architectural Planning & Design 1,23 4A-1, A2B,CD 5
3592 Architectural Project Manager I ' o 1,23 4A-1, A2BCD 5
3593  Architectural Project Manager ITI 123 4A-1, A2BCD 5
3728 Senior Land Surveyor 4 1,23 4A-1, A2B,CD 5
3780 Assistant Land Surveyor 1,23 4 A-1, A-2BCD 5
5195 Facilities Services Contract Specialist I : 1,23 4A-1, A-2B,CD 5
5524  Assistant Real Property Agent . 1,23 4 A-1, A2B,CD 5§
5525 Associate Real Property Agent ' 1,23 4 A-1, A-2BCD 5
5570 Senior Real Property Agent 1,23 4 A-1, A-2B,CD S
5585 Supervising Real Property Agent ‘ 1,23 4A-1, A2BCD 5
5912 Senior Facilities Analyst : 1,23 4A-1, A-2B,CD 5
6010 Planner Estimator I ' ‘ : 1,23 4A-1, A2BCD 5
6011 Planner Estimator I 1,23 4A-1, A2BCD 5
6012 Planner Estimator I : 1,23 4A-1, A2BCD 5
6155 Chief, Fleet Operations 1,23 4 A-1, A-2B,CD 5§
7017 Facilities Manager . 1,23 4A-1, A2BCD 5

----comspad\form. 700
pe: 01724197



0oo0Q 1

CONFLICT OF INTEREST CODE FOR THE

SAN DIEGO COUNTY DEPARTMENT OF GENERAL SERVICES

The Political Reform Act, Government Code Section 8 1000, et seq., reqmr&c state

and local govemmment agencies to adopt and promulgate conflict of interest coc‘i‘es

The Fair Political Practices commission has adopted a regulation, 2 California Code
of Regulations Section 18730, which contains the terms-of a standard conflict of
interest. It can bei ncorporated by reference and may be amended by the Fair Political
Practices Reform Act. "Iherefore the terms of 2 Cahfomxa Code Regulatlons Sectxon
18730 and any amendments to it duly adopted by the Fair Political Practices
Commlssmn are hereby incorporated by reference and, alo"ﬁg with the attached

Appendix in which members and employees are designated and disclbsure

Categories are set forth, constitute the conflict of interest code of the San Diego

"County Depaﬁment of General Services.

“of the Director, the agency shall make and retain a copy and forward the original of

these statements to the Clerk of the Board of Supervisors. Statements for all other

designated employees will be retained by the agency.

W%

JOHN A MILLER, Director

N\ /oA /4A

" Date

ccaflict ound
pc 0INTYT
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(Regulations of the Fair Political Practices Commission, Title 2,
Division 6 of the California Code of Regqulations)

18730. Provisions of Conflict of Interest Codes.

(2) Incorporation by reference of the terms of this

-

-regulation along with the désignation of employees and the

or the amendment of a conflict of interest code within the meaning
of Governmment Code Section 87306 if the terms of this regulation
are substituted for terms of a conflict of interest code already
in effect. A code so ameﬁded or '‘adopted and proéulgatéd'feéuifés
the reporting of reportable items’in~a manner substantially
equivalent to the requirements of Article 2 of Chapter 7 of the
Political Reform Act, Government Code Sections 81000, et sec. The
requirements of a conflicg of interest code are in édditionvto

other requirements of the Political Reform Act, such as the

general prohibition. against conflicts of interest contained in .

laws

Government Code Section 87100, and to othef'state oxr local

pertaining to conflicts of interest.

(b)) The terms of a conflict of interest code amended. or

adopted and promulgated pursuant to this regulation are as

follows-

(1) Section 1. Definitions. The definitions contained
in the Political Reform Act of 1374, regulations of the Fair

Political Pracctices Commission'(z,Cal.lCode of Regs. Sections

18100, et seq.). and any ‘amendments to the Act or regulations, are

lncorporaced by reference inco this conflict of inceresc code



